





| INDEX 


Absenteeism, 13 S 
Achievement Record Album, 41 
N; 35 J; 41, 42 F; 41 M; 40 


May 
Add that suffix, 20 (55) F 
Adding “‘‘-ise,’’ ‘*-ize, -yze,”’ 


18 (52) O 
After-work activities, 48 O 
Air-borne secretary, 3, 15 N 
American Business Dictionary, 

8S 
Ampoisk, B. R. 

Big Meeting, 49 O 
Andrew, Alice 
Food for Phyllis, 18 J 
Answer, Please 
Apartment for one, 21 F 
Appointment with Today’s Sec- 
retary, 
Grimm, Barbara 
burgh), 2, 13, 21, 


(Pitts- 
33-35, 36, 


i7 F 
Are these statements true? 30 
(51) S 


Are you bulletin-bored? 27 O 
Are you in a “‘fix’’? 26 (55) May 
Are you sure of insurance 
terms? 20 (55) F 
Arnold, Marion, 
Extra! extra! 
Mail call, 18 D 
Planning on a boss-sitter’? 25 
May 
Voice at the end of the line, 
The, 28 F 
Art of letter writing, The, 3, 
20 M; 24 Ju 
Art of make-up, The, 4 
Ask the experts, 6, 7 S; 6, 7, 61 
O; 6-8 N; 7,8 D; 4, 5, J; 
M; 6, 7 A, May; 8-11 Ju 
Awards 
Bookkeeping, 44 S, O; 41, 42 
N; 35 J; 42 F; 44 A; 40 May 
Filing, 44 S, O; 41, 42 N; 35 J; 
42 F; 44 A; 40 May 
Shorthand, OGA, 43, 44 S; 43 
O:; 36 D; 35, 36 J: 39 May; 
Speed, 43, 44 S, O; 41, 42 N; 
42 F; 41 M; 44 A; 40 May; 
Theory, 440, 42 N, 44 A 
Transcription, 44 S; 43 O; 41, 
412 N; 35 J; 42 F; 44 A; 40 
May 
Typewriting, CT, 44 S: 43, 44 
O; 41 N; 36 J; 42 M; OAT, 
44 S, 43 O, 42 N, 36 J, 41 F, 
12 M 


31 M 


Back to beauty for fall, 38S 
Baker Phyllis, 

Care and Feeding of eye- 

glasses, 12 May 
Barbara's monthly 

47 F 
Barlow, Carlton M. (director of 
personnel development, Gen- 
eral Dynamics Corporation), 
9A 
Barnyard animals, 30 (51) S 
Basic legal vocabulary, A, 18 

(52) O 
seauty and the beac h, 32 
Beauty Buys, 62 O, 46 N 
sest foot forward, 39 A 
Best job in New York, The, 9 J 
setter to light one candle, 13 D 
Big meeting, 49 O 
Bishop, Jim (columnist, author, 

reporter), 3, 15 M 
Book reviews, 8 S: 12 O, N; 10 

F; 12 M; 10 A; 10 May; 6 Ju 
Bookkeeping course, 10 May 
Boss and you, The, 18 F 
Brainstorming, 27 F 
Bruckner, Ray, 

Direct approach, 20 D 
Business English, see page 63 
Business-vocabulary matchups, 

32 (55) M 
“But, Mr. Smith, .. .”” 28 O 
Buttler, William P., 
Court favorite, 21 J 


June, 1958 


‘“*budget,”’ 


~ 


TODAY’S SECRETARY 


September, 1957—June, 1958 


Cannon, Lee, 
Interior decorating terms in 
Gregg Simplified, 22 0 
Care and feeding of eyeglasses, 
12 May 
Career-girl look, The, 30-31 N 
Career Look, The, 24 F 
Career opportunities, 8S 
Careers and marriage, 14 J 
Case, The, of the rabid rabbit, 
28 A 
Cathedral House, 12 D 
Cavaliere, Connie (secretary to 
James W. Kirk, sales-promo- 
tion manager and personnel 
director, Thos. Cook & Son), 
2, 15 May 
Certificates and pin awards, 43, 
44S; 44 O; 41, 42 N; 35, 36 J; 
41 F; 41, 42 M; 43, 44 A; 39 
May; see also Awards 
Certified Professional Secre- 
taries (CPS), 11 S, 9 O, 9 M, 
9 May, 5 Ju 
Chain of words, 30 (51) S 
Change the meaning of these, 
20 (47) J 
Check yourself, 23 J 
Choose the synonyms, 32 (49) A 
Choosing *‘A’’ or *‘An,"’ 24 (48) D 
Clark, James M. (personnel re- 
lations administrator, A T & 
T). 
Views from the front office on 
Co-operation, 7 J 
Class prizes, 448 
Clean, fresh look, 
spring, 36 M 
Close-up on calculators, 22 May 
Coleman, J. P. (Governor of 
Mississippi), 23 A 
Collins, L. M. (manager, Edu- 
cational Services, IBM), 
Views from the front office on 
Office interruptions, 9 D 
Commander, Nellie (executive 
secretary to Governor J. P. 
Coleman of Mississippi), 23 A 
Competent typist speed tests, 
16S, O; 44 N; 40 D; 38 J; 44 
F, M; 46 A; 42 May; 46 Ju 
Complete office wastebasket, 
The, 34 (39) D 
Complete typewriter, The, 42 
(52) O 
Conneely, Marge (Long Lines 
Department manager's secre- 
tary), 278 
Connolly, Sybil (Ireland's fore- 
most fashion designer), 37S 
Co-operation, 7 J 
Correspondence, 8 S; 6, 7 N; 15 
D; 4,5 J; 6,8 F; 20 M; 8, 10A; 
6 May; 24 Ju 
Costume-conscious, 3, 20 O 
Court favorite, 21 J 
CT certificates, see Awards and 
Competent typist speed tests 
CT pins, 44S, 43 0 
Curtain going up, 3, 15S 


The, for 


Daché, Lilly, 
The art of make-up, 48 S 
David, Hildegarde (secretary to 
an industrialist), 3, 23 N 
DeChanso, Mary Ellen (secre- 
tary to Dean Catherine J. 
tobbins of Pasadena City 
College), 21 J 
Designed for dictation, 23 M 
Designer fashions to sew, 37 S 
Desirable secretarial traits, 20 
(55) F 
Detailed for dictation, 25 A 
Diamond medal, 43 S 
Dillon, Bette, 
The saga of Elmer, 22 N 
Dimmick, Maria 
Within the temple, 14 D 
Dinner is served, 24 (48) D 
Direct approach, 20 D 
Discover Spain, 29 May 
Don’t call wolf! 33 D 
Draper, Annis (executive secre- 
tary to the president of Cater- 
pillar Tractor Company), 20 A 


Drazek, Lillian (secretary to 
Rosalind Russell), 3,158 
Dreyfack, Raymond, 
Test, The, 26 N 
iX42B, 288 
Wanted: Secretary to genius 
salary high, 24 J: 30 F:; 
26 M, A; 20 May 


Electrical engineering terms in 
Gregg Simplified, 22 D 
Electronic terms in Gregg Sim- 
plified, 18 N 
Employment opportunities for 
women, 10 A 
Englebardt, Stanley L., 15 N 
Air-borne secretary, 3, 15 N 
Cathedral House, 12 D 
It isn’t really work, 15 Ju 
English, see Business English, 
63 Ju 
English, Margaret, 
A way with office tension, 35 D 
Equipment, see Office Equip- 
ment, page 64 
Etheridge, Mark (publisher of 
the Louisville Courier Journal 
and Times), 22 A 
Executive approach, The, 2, 33- 
35 A 
Explore the Caribbean, 28 May 
Extra! extra! 31M 
Facts on feet, 52 F 
Farrell, Edward (president, 
Emmons Jewelers), 
Office friendships, 13 May 
Fashion forecast for fall, 3, 32- 
33 S 
Fashions to live in from 9 to 5, 
38-39 O 
Fashions with a festive air, 26 D 
Father James Keller (founder 
of the Christopher move- 
ment), 13 D 
File and forget, 64 S, O; 56 N; 
is J; 56 F, M; 60 A; 60 Ju 
Filing, 12 N; 15 D; 6,10 F; 8 M; 
6 A; 45 May 
Fingers and figures, 36 F 
Flash readings, 
Career look, 24 F 
Cool caution, 38 May 
Don't call wolf! 33 D 
Indispensable skill, 40 N 
On human nature, 40 M 
Watch your carbons, 30 O 
Women bosses, 42 S 
Words and you, 34 J 
Flying secretary, 2, 27 May 
Food for Phyllis, 18 J 
10 ways to help your boss live 
longer, 27 F 
Foundation of fashion, The, 400 
Freeman, Orville L. (Governor 
of Minnesota), 24 A 
French, Marilyn, 
Boss and you, The, 18 F 
People can be difficult, 16 D 
Problem clinic, 18 Ju 
Spirit of co-operation, The, 
16 A 
Understanding yourself bet- 
ter, 208 
Woman in authority, The, 3, 
24 N 
From the OGA mailbag, 39 May 


Garner, Geraldine, 


Time, 44 May 
Geographic holdovers, 26 (55) 
May 
Gifts that say Merry Christmas 
23 D 


Good looks section, 31-33 S; 37- 
39 O; 29-31 N; 25-27 D; 27-28 
J; 33-35 F, M, A; 31-33 May; 

29-31 Ju 
See also Grooming 

Gottesman, Herb (account su- 
pervisor, Pan-American Pub- 
lic Relations, Ltd.), 

Views from the front office 
on Outside duties, 11 F 

Gould, Florence B., 

Are you bulletin-bored, 27 O 

Gourmet approach, The, 36 Ju 





Code: 
The capitals after page num- 
bers refer to month of issue. 
Shorthand entries are itali- 
cized. 


Governor's girl Friday, The, 11 
S$; 3,150 

Graded readings, 
Chapters 1-3, 42 S, 24 F; 1-4 
30 O, 40 M: 1-6, 40 N; 1-8, 33 
D, 38 May; 1-10, 34 J 

Grammar, see Business English 

Grand opening of the forty-fifth 
international OGA contest, 

36 D 

Gregg Awards Booklet, 448 

Gregg ovals pin, 43 8 

Gregg Shorthand corrective 
slide, 35 J, 40 May 

Gregg taught on TV, 9 O 

Grimm, Barbara (secretary to 
R. L. Ostrander, labor rela- 
tions manager, Allegheny 
Ludlum Steel Corporation) 
chosen for Appointment with 
Today’s Secretary, 2, 13 F 

Grooming, see page 63 


Habley, Barbara, 
Close-up on calculators, 22 
May 
Designed for dictation, 23 M 
for typewriters only, 


What's in a chair? 3, 228 
You've got a date, 20 N 
Handwriting, 10 A 
Hazard, Leland (general coun- 
sel, vice-president, and a di- 
rector of the Pittsburgh Plate 
Glass Company), 15 N 
Health and human relations, 
first choice for university 
courses, 208 
Here's your awards program! 
35 
Hobbies, 20 Ju 
Hochstein, Rollie, 
Costume-conscious, 3, 20 O 
Hundreds and thousands of 
words, 15 M 
It's a big, wide, 
world, 15 May 
Hoffman, Philip (Permacel-Le- 
Page's national man- 
ager), 27 May 
How many languages do you 
know ? 32 (49) A 
How to 
Cover a meeting, 13 Ju 
Handle the Christmas card 
and gift problem, 3, 19 O; 
a photo assignment, 2, 9 F; 
routine business-law prob- 
lems, 11 May 
Help arrange a dinner or con- 
vention, 19 N 
Help prepare a business re- 
lease, 13 J; a secretarial 
desk manual, 15 D; tables 
and charts, 11 M 
Help your employer prepare 
a speech, 195 
Keep your boss’ personal rec- 
ords, lL A 
Hudgins, Gerri, 
Make your bath a campaign, 
32 M 
Human relations in the office, 
18 Ju 
Human side, The, 
30ss and you, The, 18 F 
Careers and marriage, 14 J 
Indispensable girl, The, 18 M 
People can be difficult, 16 D 
Problem clinic, 18 Ju 
Spirit of co-operation, 16 A 
This one thing I do right, 18 
May 
Understanding yourself bet- 
ter, 208, 280 
Woman in authority, The, 24 
N 
Hundreds and 
words, 3,15 M 
Hurst, Barbara (secretary to 
Paul McCobb, industrial de- 
signer), 9 J 


wonderful 


sales 


thousands of 


61 








Indispensable girl, The, 18 M 

Indispensable skill, The, 40 N 

‘“Ing’’ is not always a word 
ending, 28 (55) N 

Ingalls, Robert I. (chairman 
and president of Ingalls Ship- 
building Corporation and In- 
galls Iron Works Company), 

2,18 A 

Initiative, 13 N 

Insert those hyphens, 20 (47) J 

Interior decorating terms in 
Gregg Simplified, 22 0 

Irvine, Cecilia (secretary to 
Dean James A. Pike, of the 
Cathedral of St. John the 
Divine), 11 D 

Is it ‘‘Des-"" or 

(55) M 

Is the ending ‘‘-cal,"’ ‘‘-cial,"’ or 
**-cle’’? 26 (55) May 

It's a big, wide, wonderful 
world, 2, 15 May 

It's up to you, 43 0 


“Dis-"? 32 


Jainschigg, Maria, 
Wanted: alter ego, 2, 18 A 
Jeppeson, Ellen (Western Elec- 
tric secretary), 26S 
Jewelry terms in Gregg Simpli- 
fied, 22 M 
Job opportunities, 8 S, 10 A 
Job was permanent, The, 27 Ju 
Johnson, Dr. R. W. (assistant 
director university relations 
and professional personnel, 
Oak Ridge Laboratories, Ten- 
nessee), 21 A 
Jolion, Mary, 
Best job in New York, The, 
SJ 
Better to light one candle, 
13 D 
Curtain going up! 3,158 
Governor's girl Friday, 11 §S; 
3,15 0 
Ships, steel, and shorthand, 
13 A 
Jones, Harold J., 
This one thing I do right, 18 
May 
Josephs, Ray (author and pub- 
lic relations consultant), 
Views from the front office, 
28, 0,539 D: 75: iF: 
13 M; 9 A; 13 May; 7 Ju 


Keith, Evelyn, (free-lance sec- 
retary to writers and actors 
at Westport, Conn.), 2, 15 Ju 

Kenneth Model Agency fashion 
show, 3, 33 M 

Klein, Edith (secretary to the 
senior rabbi of Temple 
Emanu-El in New York City), 

mu, MD 

Knight, Charles H. (personnel 
administrator, Douglas Air- 
craft Company), 

Absenteeism, 13 S 


Lane, Charles A. (advertising 
manager, Smith-Corona, Inc.), 
Personal phone calls, 3, 13 O 
Langdon, Audrey, 
The pretty right hand, 36 A 
Law, 6 S; 6, 7,18 O: 7D, 7M; 
11 May 
See also page 63 Ju 
League of Women Voters, 48 O 
Legal terms in Gregg Simpli- 
fied, 17 F 
Leis, Sally Inness (costume- 
maker Dara’s secretary), 3, 
20 O 
Letter writing, 7 N; 4, 5 J; 3, 
20 M; 8, 10 A: 6 May; 24 Ju 
Libera! Arts Institute for Sec- 
retaries, 11S 
Line’s end and beyond, 40S 
Lipsky, Phyllis and Moffit, Don- 
ald, 
Jewelry terms in Gregg Sim- 
plified, 22 M 
Lioyd, Alan C., 
The complete office waste- 
basket, 34 (39) D 
The complete typewriter, 42 
(52) O 
Lovely, Yvonne (executive sec- 
retary to Dr. R. W. Johnson, 
Oak Ridge Laboratories, Ten- 
nessee), 21 A 
Loy alty 13 M 
Mail call, 18 D 


62 


Make your bath a campaign, 
32 N 
Make-up check list, 48 S 
Mark, Dr. Julius (senior rabbi 
of Temple Emanu-El, New 
York City), 14 D 
Markus, John, 
Electronic terms in Gregg 
Simplified, 18 N 
Marriage and careers, 14 J 
Matching synonyms, 28 (55) N 
Matter of records, A, 29 M 
Matthews, Lisa, 
Fingers and figures, 36 F 
Roaring giant, The, 13 F 
Two different worlds, 3, 23 N 
What secretaries are doing at 
the Bell System, 26 S 
McCall, B. C. 
Research report on career sec- 
retaries, 3,255 
McCall patterns, 37S 
McCardell, Claire (fashion de- 
signer for McCall patterns), 
37 S 
McCobb, Paul (industrial de- 
signer), 9 J 
McGrath, Edward P., 
Playmate, 26 F 
McKeen, Pat (secretary to 
Philip Hoffman, Permacel-Le- 
Page), 2, 27 May 
Merigold, Jean (executive sec- 
retary to Governor Orville L. 
Freeman of Minnesota), 24 A 
Metalworking terms in Gregg 
Simplified, 18 S 
“Metropolitan Opera Annals’’ 
supplement, 10 F 
Midyette, Nancy, The gourmet 
approach, 36 Ju 
Minute saved, A, 23 Ju 
Moffitt, Donald and _ Lipsky, 
Phyllis. 
Jewelry terms in Gregg Sim- 
plified, 22 M 
Mortati. Teresa, 
Metalworking terms in Greag 
Simplified, 18 S 


Namesakes, 20 (47) J 
Natianal Secretaries Week, 2 A 
‘‘Needlepoints,’’ 12 M 
Newbern, Mary E.. 
Snap decision, The, 31 O 
No good reason, 30 M 
NOMA speakers available, 8 $ 
Norton, Margaret, 
Detailed for dictation, 25 A 
Minute saved, A, 23 Ju 
Notes and quotes, 11 S, 9 O, 11 
N,4D,6J,5 F,9M,5 A, 9 
May, 5 Ju 
Numbers (figures), 12 N 


OAT, see Order of Artistic Typ- 
ists 

OAT pin, 41 F 

OAT (arrangement) tests, 45 S, 
O; 43 N; 38 D;: 37 J: 43 F, M; 

45 A: 41 May; 48 Ju 

Office attire, 9 A 

Office Economist, The, 10 F 

Office equipment, see page 64 

Office friendships, 13 May 

Office interruptions, 9 D 

Office Shopping Center, 50 S, 53 
O, 54 N, 41 J, 53 F, 46 M, 56 
A, 52 May, 49 Ju 
See also Office Equipment 

Office standards (NOMA), 12 O 

Office tension, A way with, 35 D 

OGA, see Order of Gregg Artists 

OGA Contest, announcement, 
43 S; 36 D; 35, 36 J; copy, 36 
D, 40 J; prizes, 36, 37 D;: re- 
port, 40 Ju; rules, 37 D; speci- 
mens, 39 May; winners: indi- 
viduals, 42 Ju; schools, 42 Ju; 
honorable mentions, school 
division (blue seal), 57 Ju; 
(gold seal), 44 Ju; (red seal) 

45 Ju 

OGA pin, 43S, O; 41M; 43 A 

OGA (penmanship) tests, 44 S, 
O; 42 N; 36, 39 D; 36 J; 42 F, 
M; 44 A; 40 May; 58 Ju; Con- 
test copy, 36 D, 40 J 

Okasaki, Florence (secretary to 
Father James Keller, founder 
of the Christopher move- 
ment), 11, 13 D 

On human nature, 40 M 

On wings of shorthand, 41 F 

One is right, 30 (51) S 


One “O" or two “O's”, make all 
the difference, 32 (55) M 
One ribbon—15 typewriters, 49S 
Order of Artistic Typists (OAT), 
Awards, 44S, 43 O, 42 N, 36 J, 
41 F, 42M 
Tests, 45 S, O: 43 N; 38 D;: 37 
J; 43 F, M; 45 A; 41 May; 
418 Ju 
Order of Gregg Artists (OGA), 
Awards, 43, 44 S: 43 O; 36 D; 
35, 36 J: 39 May 
Tests, 44S, O; 42 N: 36, 39 D; 
36 J: 42 F, M;: 44 A; 40 May; 
58 Ju; Contest copy, 36 D, 
40 J 
Organizing your daily work 
schedule to save time, 23 Ju 
Osborn, Alex (originator of 
‘*Brainstorming'’’'—idea devel- 
oping), 27 F 
Ostrander, R. L. (labor rela- 
tions manager, Allegheny 
Ludlum Steel Corporation), 


13 F 
Ottley, Margaret, 
Career look, 24F 


Cool caution, 38 May 
Don't call wolf! 33 D 
Indispensable skill, 40 N 
On human nature, 40 M 
Watch your carbons, 30 0 
Women bosses, 428 
Words and you, 34 J 
Outside duties, 11 F 


Pace College scholarship win- 
ner, 11S 
Paisley, Gail, 
No good reason, 30 M 
Suggestions, 51 O 
Pavlu, Roberta G.. 
The case of the rabid rabbit, 
28 A 
Hobbies, 20 Ju 
Pecora, Rose (secretary to Le- 
land Hazard, general counsel, 
vice-president, and a director 
of the Pittsburgh Plate Glass 
Company), 3, 15 N 
Pennekamp, Vera (executive 
secretary to the vice-president 
of the Denver area of Shell Oil 
Company), 23 A 
Pennie, Jeanne, 
Back to beauty for fall, 38S 
Clean, fresh look for spring, 
The, 36 M 
Permanent-ly pretty, 30 J 
Prettiest girl at the party, 
The, 28 D 
People can be difficult, 16 D 
Perfectionist goals, 18 May 
Perlin, Sadie (secretary to Gov- 
ernor Knight of California), 
11S, 3,150 
Permanent-ly pretty, 30 J 
Personal phone calls, 3, 13 O 
Personality development, 20 S 
Personnel policies, 10 A 
Personnel! problems, 12 M 
Pharmaceutical terms in Gregg 
Simplified, 12 J 
Photograph assignment, 9 F 
Pike, James A. (Dean of the 
Cathedral of St. John the 
Divine), 11 D 
Pin awards, 43, 44 S; 43 O; 41 
F,M;43A 
Plan your practice, 41 M 
Plan your way to profits, 41 N 
Planning on a boss-sitter? 25 
May 
Planting the last ‘‘seed,’’ 20 
(47) J 
Playmate, 26 F 
Political volunteer work, 48 O 
Practice does it! 35 J 
Prettiest girl at the party, The, 
28 D 
Pretty and packable, 32-33 May 
Pretty right hand, The, 2, 36 A 
Printing costs, 12 N 
Problem Clinic, 18 Ju 
Production cost of letters, 11 N, 
9 May 
Put yourself in the picture, 43 A 


Ready, Catherine R. (assistant 
director, Educational Service 
Department, 3ristol-Myers 
Company), 

Views from the front office, 
138,0,N;9D,7J3; 11 F; 
13 M; 9 A; 13 May; 7 Ju 


Ready (Continued) 
Recipes, 36 Ju 
Results of the 45th annual OGA 
contest, 40 Ju 
Repronounce: Then spell, 18 
(52) O 
Roaring giant, The, 2, 13 F 
Robbins, Dr. Catherine J. (aca 
demic administrative dean of 
Pasadena City College), 21 J 
Roke, Connie (Beil Laboratories 
secretary), 265 
Rollason, Peggy Norton, 
How to cover a meeting, 13 Ju 
How to handle the Christmas 
card and gift problem, 3, 19 
O; a photo assignment, 2 
9 F; routine business-law 
problems, 11 May 
How to help arrange a dinne! 
or convention, 19 N 
How to help prepare a busi- 
ness release, 13 J; a secre- 
tarial desk manual, 15 D; 
tables and charts, 11 M 
How to help your employer 
prepare a speech, 19 S 
How to keep your boss’ per- 
sonal records, 11 A 
Rosenberg, R. Robert, 
Legal terms in Gregg Simpli- 
fied, 17 F 
Russell, Rosalind (stage and 
movie star), 3,158 


Q 


Saga of Elmer, The, 22 N 


Salary survey, 85 
Same spelling but different 


meaning and different accent, 
18 (52) O 
Schilley, Madeline (New York 
Telephone Company secre- 
tary), 278 
Schultz, Georgia, 
Sight at their finger tips, 25 F 
Schwartzapel, Josephine, 
Pharmaceutical terms in 
Gregg Simplified, 12 J 
Secretarial bookshelf, 8 S, 12 O. 
N;: 10 F; 12 M; 10 A; 10 May 
6 Ju 
Secretarial practice, see page 
64 
Secretaries of the year, 11 S 
Secretary in 
Aerojet-General Corp. 23 A 
Allegheny Ludlum Steel, 13 F 
American Telephone and Tele- 
graph Company, 278 
Atoms laboratory, 21 A 
Bell System, 26 S 
Church offices, 11-14 D 
Cook & Son's, 15 May 
Costume designer's office, 20 O 
Dr. Pepper Company (Dallas), 
21 A 
Governors’ office, 15 O, 23, 24 
A 
Industrial designing, 9 J 
Industrial manufacturing, 23 
N,13 F 
Literary work, 15 M, 15 Ju 
New York Telephone Com- 
pany, 26,2758 
Newspaper field, 22 A 
Oil industry, 23 A 
Olivetti sales divisign (San 
Francisco), 22 A 
Pasadena City College, 21 J 
Pittsburgh Plate Glass Com- 
pany, 15 N 
Politics, 11 S; 3, 15 O; 23, 24 A 
Religious organizations, 13 D 
Shipbuilding, steel, and iron 
works, 13 A 
Textile industry, 24 A 
Theater, 3,158 
Tractor company, 20 A 
Travel agency, 15 May 
Typewriter sales division, 22 
A 
Western Electric, 26S 
Secretary to 
Actors, 15 8, 15 Ju 
Aircraft officials, 23 A 
Authors, 15 M, 15 Ju 
Bishop, Jim, 15 M 
Bowman, J. A., 27S 
Caterpillar Tractor president, 
20 A 
Churchmen, 11-14 D 
Coleman, Governor J. P., 23 A 
College dean, 21 J 
Costume designer, 20 O 
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Secretary to (Continued) 
Dara (Mrs. Sara D’Arante), 
20 0 
Dr. Pepper Company presi- 
dent, 21 A 
Etheridge, Mark, 22 A 
Freeman, Governor Orville L., 
24 A 
Furman, James, 26 S 
Gilman, G. W., 268 
Government officials, 15 O; 23, 
*/» 
Hazard, Leland, 15 N 
Holley, Albert, 27S 
Industrial designer, 9 J 
Industrialists, 15 N,13 F, 13 A 
Ingalls, Robert I., Jr., 13 A 
Johnson, Dr, R. W., 21 A 
Keller, Father James, 13 D 
Kimball, Dan A., 23 A 
Kirk, James A., 15 May 
Knight, Governor Goodwin, 
150 
Mabon, P. C., 27S 
Manufacturers, 20, 24 A 
Mark, Dr. Julius, 14 D 
McCobb, Paul, 9 J 
Newspaper publisher, 22 A 
O'Connell, E. J., 2685 
Olivetti Sales Corporation 
Western division manager, 
22 A 
Ostrander, R. L., 13 F 
Personnel managers, 13 F, 
21 A 
Pike, The Very Reverend 
James A., 12 D 
Robbins, Dr. Catherine J., 
21 J 
Rude, Arthur, 23 A 
Russell, Rosalind, 15 S 
Sales executives, 22 A, 15 May 
Scientists, 26 S, 21 A 
Shell Oil vice-president (Den- 
ver), 23 A 
Telephone executives, 26, 278 
Textron, Inc., Board chair- 
man, 24 A 
Travel executives, 15 May 
Writers, 15 Ju 
“See a pin, pick it up,’’ 24 (48) 
D 
Self-improvement, 20S 
Senz, Eddie, 
What's your face 
34 May 
Shaw, Elizabeth (executive sec- 
retary to Mark Etheridge, 
publisher of the Louisville 
Courier Journal and Times), 


value? 2, 


22 A 
Ships, steel, and shorthand, 3, 
13 A 


Short’’ teaser for a 
month, 20 (55) F 
Shorthand, see page 64 
Should *‘E” be inserted ? 28 (55) 
N 
Sight at their finger tips, 25 F 
Silver, Kenneth (president, 
Services Unlimited and Ken- 
neth Model Agency), 
Views from the front office 
on Initiative, 13 N 
Smart, Doris (New York Tele- 
phone Company secretary), 
268 
Snap Decision, The, 31 0 
Speakers (NOMA) available, 8S 
Special for secretaries, 34, 35 M 
Special—for typewriters only, 
16 J 
Spelling, 30 S, 18 O, 28 N, 24 D, 
20 J, 20 F, 32 M, 32 A, 26 May 
Spice for your wardrobe, 27- 
29 J 
Spirit of co-operation, The, 16 A 
Spot the intruder, 24 (48) D 
Statement of Ownership, Man- 
agement, and circulation, 48 D 
Straight from Paris, 39 N 
Suggestions, 51 O 
Superior Merit certificate, 35 J 
Supervisors’ course offered by 
AMA, 1158 
Survey of business, 10 F 
Swinging into summer, 30-31 Ju 


short 


Tardiness, 7 Ju 


_ Taylor, Marjorie M. (director of 


stenographic training, Rem- 
ington Rand), Views from the 
front office on Tardiness, 7 Ju 


June, 1958 


Technical terms (Continued) 

Technical terms in Gregg Sim- 
plified, electrical engineering, 
22 D; Electronics, 18 N; In- 
terior decoration, 22 O; Jewel- 
ry, 22 M; Legal, 17 F; Metal- 
working, 18 S; Pharmaceuti- 
cal, 12 J 

Test, The, 26N 

They all rhyme with “hole,” 

32 (49) A 
This one thing I do right, 18 


This year why not discover 
Spain? 29 May*: explore the 
Caribbean? 28 May 

3X42B, 28S 

Time, 44 May 

Today’s Secretary goes shop- 
ping, 34 S; 32 O: 34 N: 30 D, 
32 J; 38 F, M; 40 A: 36 May; 

37 Ju 

Tournament of roses, 21 J 

Transcribing speed practice, 47 
S, O; 45 N: 41 D; 39 J; 45 F, 
M; 47 A; 43 May; 47 Ju 

Travel guides, 10 A 

Travel memos, 30 May 

Trigére, Pauline (late-day fash- 
ion designer), 37S 

Two different worlds, 3, 23 N 

Typewriters and Typing, see 
page 64 

Typewriting tests, 
Arrangement, see OAT tests 
Speed, see Competent Typist 
tests . 


Ulrich, Florence Elaine, 
Announcing the 45th annual 
OGA contest, 36 D 
From the OGA mailbag, 39 
May 
Here's your awards program, 
43 8 
It’s up to you, 43 O 
On wings of shorthand, 41 F 
Plan your practice, 41 M 
Plan your way to profits, 41 N 
Practice does it! 35 J 
Put yourself in the picture, 
43 A 
Results of the 45th annual 
OGA contest, 40 Ju 
Understanding employees, 12 M 
Understanding yourself better, 
20 S, 28 0 
Underwood Secretary of the 
Year, 3O 
Unnecessary Euphemisms, 28 
(55) N 


Valentry, Duane, The job was 
permanent, 27 Ju 

Van Der Jagt, Ruth M., 
You and your electric, 23 O 

Vaughan, Dorothy (executive 
secretary to the president of 
the Dr. Pepper Company (Dal- 
las) and national president of 
Executives’ Secretaries, Inc.), 

21 A 

Verifax copying, 10 A 

Very special look, A, 34 F 

Views from the front office on... 
Absenteeism, 13 S 
Co-operation, 7 J 
Initiative, 13 N 
Loyalty, 13 M 
Office attire, 9 A 
Office friendships, 13 May 
Office interruptions, 9 D 
Outside duties, 11 F 
Personal phone calls, 13 O 
Tardiness, 7 Ju 

Voice, The, at the end of the 
line, 2, 28 F 

Wagner, Wilma (secretary to 
Sadie Perlin in Governor 
Knight's office), 16 O 

Wait, Thomas (personnel di- 
rector, American Photocopy 
Equipment Company), 
Loyalty, 13 M 

Walter, Floranna (secretary to 
author Jim Bishop), 3, 15 M 

Walzak, Inzer (secretary to 
Robert I. Ingalls, Jr., of the 
Ingalls Industries), 2, 13 A 

Wanted: Adjectives! 32 (49) A 

Wanted: alter ego, 2, 18 A 

Wanted: Secretary to genius 
Salary high, 24 J; 30 F; 26 M, 

A; 20 May 


Washburn, Catherine (executive 
secretary to president Dan A. 
Kimball and _ vice-president 
Arthur Rude of Aerojet-Gen- 
eral Corp., Los Angeles), 23 A 

Watch your carbons, 30 O 

Waterman, Helen, 

Line’s end and beyond, 408 

Wentzell, Jacquelyn, 

The art of letter writing, 20 
M, 24 Ju 

Westerberg, Ruth (A T & T 
secretary), 27 8 

What a short prefix will do, 28 

(55) N 

What are you doing about gov- 
ernment? 48 O 

What is the career secretary? 

3,258 

What secretaries are doing at 
the Bell System, 26 S 

What they really mean, 32 (55) 

M 

What's in a chair? 3, 228 

What's the difference between— 
18 (52) O, 24 (48) D, 20 ¢47) J, 

20 (55) F, 32 (49) A 
What's your face value? 2, 34 
May 
Where to buy it, 63 S, 49 N, 47 
J, 55 M, 59 A, 56 May 
Which are right? 24 (48) D 
Winters, Nancy, 
3eauty and the beach, 32 Ju 
Flying secretary, 27 May 

Within the temple, 14 D 

Woman in authority, The, 24 N 

Women bosses’? 42 S 

Words and you, 34 J 

Words can be teasers, 30 (51) S, 
18 (52) O, 28 (55) N, 24 (48) D, 
20 (47) J, 20 (55) F, 32 (55) M, 

32 (49) A, 26 (55) May 


Yannone, Billie Hughes (execu- 
tive secretary to the Western 
division manager of the Oli- 
vetti Sales Corp.), 22 A 

You and your electric, 23 O 

You've got a date, 20 N 

Young, Mrs. Mary T. (execu- 
tive secretary to the chairman 
of the Board of’ Textron, Inc, 
Providence, R. I., and cor- 
porate assistant secretary), 

24 A 


Zimmerer, Kay Butner, 
“But, Mr. Smith... ."° BO 
Careers and marriage, 14 J 
Indispensable girl, The, 18 M 
BUSINESS ENGLISH AND 
CORRESPONDENCE 
A or An, 24D 
About pr concerning instead of 
anent,68S 
Adjectives, 32 A, 7 May 
Analyzing letters by the 7 C’s 
yardstick, 20 M, 24 Ju 
And which, 7 D 
Anent obsolete and affected, 6S 
Answering an inquiry, 24 Ju 
Antonyms, 24 D 
Apology or apologies? 8 D 
Apostrophe omitted from plural 
nouns used as adjectives, 
7 May 
Apostrophe 8,6N 
Attendee or conferee? 7F 
Boss, ‘‘the chief,’’ dictator, 
6 May 
Chicf, or boss, 6 May 
Choice of words, 6, 7, 30 S;: 18, 
61 O; 6, 7, 28 N; 7, 8, 24 D; 4, 
56, 20 J: 67. DF; 3M: ¢, 7, 
32 A; 6, 26 May 
Comple te or completed, 7 S 
Concerning, about, anent, 68S 
Conversational letters, 49 M 
Co-operative letters, 49 M 
Correspondence, 8 S, 6, 7, N; 
15 D; 4,5 J; 6, 8 F; 20 M; 
8, 10 A; 6 May; 10, 24 Ju 
Dear Sirs: 6 F 
Definitions, 30 S, 18 O, 28 N, 
24 D, 20 J, 20 F, 32 M, 32A, 
26 May 
Derivations, 20 J 
Direct or directly, 6 May 
Dividing words at end of a sen- 
tence, 7 D 
Esquire, 6 F 
Euphemisms, 28 N 


Examples of wrong and right 
letters, 24 Ju 
First person pronoun in letter 
writing, 7N,5J 
Foreign expressions, 32 A 
Grammar tips, 8 S 
Hyphen after non? 8 N 
Hyphens, 8 N, 20 J 
“I (first person) in business 
letters, 7 N, 5 J 
Incorporated, abbreviated or 
not? 8 F 
Incorporated, without period, 
8 F 
Irregardless, 6 M 
Is or are? 8 Ju . 
Joint signatures to letter, 4 J 
Junior correct after father’s 
death, 7 F 
Lapse and elapse, 7 A 
Leave of absence, Request for, 
6 May 
Legal letters, 55 Ju 
Letter writing, 7 N; 4, 5 J; 3, 
20 M; 8, 10 A; 6 May; 24 Ju 
Majority of—singular or plural? 
6F 


Married woman's name, Proper 
form for, 5 J 

Mr., Mrs., or Miss in body of 
letter, 68 

NQMA letter, 11 Ju 

Plural or singular, 6 F 

Possessive, correct for company 
names’? 6 N 

Possessive form for nouns that 
are the same for both singular 
and plural, 11 Ju 

Post card and postal card, 9 Ju 

Prefixes, 28 N, 32 M 

Programming or scheduling? 
8 Ju 

Pronunciation, 18 O 

Punctuation, 8, 30 S: 6 O; 6, 8 
N; 20 J: 7 May 

Punctuation hints, 88 

Question mark outside quota- 
tions, 6 N 

Refusals, 24 Ju 

Sales letter, 55 Ju 

Salutation for office memo to 
employees, 8 A 

7 C’s of letter writing, 20 M, 
24 Ju 

Singular or plural’? 6 F 

Some time or sometime’? 6 A 

Spelling, 30 S, 18 O, 28N, 24 D, 
20 J, 20 F, 32 M, 32 A, 26 May 

Suffixes, 18 O, 28 N, 20 J, 20 F 

Synonyms, 28 N, 32 A 

Tho’t, thot, or thought? 6 N 

To or at? 61 0 

Under or over a signature? 5 J 

Up to date—hyphened or not? 

60 

Was or were? 4J,7M 

We or us, 10 Ju 

What to say or not to say in 
your letters, 20 M, 24 Ju 

Worth while, hyphened or not? 
8 Ju 

Wrong and right letters, 24 Ju 


GROOMING 


Bath routines, 32 N 

Beauty care, 36 A 

Clothes, 9, 36, 38 A 

Complexion care, 38 §, 
37 M, 32 Ju 

Cosmetics, 62 O, 46 N, 37 M, 
36 A, 34 May, 32 Ju 

Exercises, 37 F 

Eyes, 28 D, 34 May 

Face types, 34, 35 May 

Foot care, 52 F 

Foundations, 40 O 

Good grooming, 37 M 

Hair care and styling, 38 S, 30 
J, 37 M, 36 A, 32 Ju 

Make-up, 48 3, 28 D, 37 M, 36 A, 
34 May, 32 Ju 

Manicure, 32 N 

Mouth, 37 M, 35 May 

Nails, 32 N; 36 F: 36, 38 A 

Office attire« 9, 38, 39 A 

Shoes and hose, 39 A 

Sunburn prevention and cure, 

32 Ju 

See also Beauty Buys 


LAW 


Cancelling contracts, 6 8 
Contracts with minors, 6S 
Endorsing checks where payee’'s 


63 





name is misspelled or includes 
Miss or Mrs.,70O 
Forgery or not? 7 D, 9 Ju 
Joint ownership, How indicated, 
6 O 
Liability for contracts, 68 
Minor's contractual liability, 65 
Seal on legal papers, 6 O 
Signing another's name, 7 D 
Statute of Limitations, 8 Ju 
Wills necessary? 7 M 


OFFICE EQUIPMENT, PROC- 
ESSES, AND SUPPLIES 


Bulletin boards, 27 O, 53 F 
Calculators, 22-24, 52 May 
Carbon paper weight and finish, 
12 N 
Card indexes, 15 D 
Chairs, 3, 22-24 S 
Copi-Mate typewriter ribbons, 
i9 S 
Desk calendars, 20-21 N; 41 J 
Dictation machines, 23-25 M, 25 
A 
Electrics, 23 O, 11 N 
Lighting, 12 N 
Memo pads, 20 N 
Posture chairs, 22 S 
Scriptography, 12 M 
Transcribing machines, 2: 
25 A 
Transograph process, 5 
Typewriter ribbons, 
Typewriters, 50 S; 
J; 56 A 
Wiring modernizing, 12 N 
See also Office Shopping Cen- 
ter 


SECRETARIAL PRACTICE 


Acknowledging thanks, 7 D 
Address and salutation for small 
firms bearing the name of the 
individual owner, 7 O 
Address files, 15 D 
Addressing two single women, 
SA 
Addressing widows, 8 M 
Alphabetic or Dewey Decimal 
system for subject files? 10 Ju 
Appointment books, 20 N; 41 J 
Appointments, 25 May 
Attention to person not ad- 
dressee, 8&8 F 
Breaking in newcomers, 25 N 
Caller’s card to be kept or re- 
turned’ 61 O 
Carbon copy signatures, 7 S 
Career secretary's duties, 25 S 
ce in carbon copy notations, 
8 Ju 
Changing the boss's dictation, 
6S 


Checking account 
23 J 
Checks for less than one dollar, 
8A 
Christmas card and gift prob- 
lem, 3,19 O 
Communications, 15 D 
Convention planning, 47 N 
Criticism, How to take it, 28 O 
Cross-reference data, §6 O 
Daily work schedule, 23 Ju 
Dating letters typed after day 
dictated, 8 D 
Dictation routines, 25 A, 23 Ju 
Dinner planning, 19 N 
Duties of a secretary, 25 S, 15 D 
Enclosing several letters to same 
person in one envelope, 6 A 
Enclosure notations, 8 A 
Excuses don't help office rela 
tions, 28 O 
Filing, 12 N: 15 D; 6, 10 F 
8 M; 6A; 45 May: 10, 23 Ju 
“Filing Facts,"’ 10 F 
Filing systems, 8 M, 10 Ju 
Financial and legal setup, 39 D 
Fiscal year date in relation to 
file transfer, 6 A 
Follow-ups, 23 Ju 
Getting along with the boss, 
18 F 
Gifts for the boss, 7 D 
Greeting visitors, 7 A 
Handling a client's phone calls 
in place of the boss, 8 A 
Husband's and wife's names, 
order in filing, 6 F 
Indexing problem, 11 Ju 
Initialing carbon copies, 7S 
Instructions without commands, 
25 N 
Job techniques, 12 N, 23 Ju 
Letter writing, 7 N; 4, 5 J; 3, 
20 M; 8, 10 A; 6 May; 24 Ju 
Mail procedures, 12 O, 18 D, 25 
May, 23 Ju 
Mailing lists, 23 Ju 
Mailing tips, 12 N 
Meetings, 6 N, 13 Ju 
Memorandum form or 
head’ 4 J 
Misses, not Mlles, 8 A 
Ms. in simplified-style letters, 
6A 
Name and title necessary below 
signature’? 68S 
Newspapers as a career aid, 
31 M 
Office relations, 28 O, 13 May, 
23 Ju 
Office routines, 25 May 
Openings and closings of letters, 
8S 


procedures, 


letter- 


Overtime, 11 F 
Pending matters, 45 May 
Personal phone calls, 13 O 
Petty cash for sundry supplies, 
8.9 Ju 
Ph.D. in signatures, 8 M 
Quotations and references, 19S 
Record book for stocks and 
bonds purchases, 7 D 
Releases, 13 J 
teminders, 45 May 
teporting meetings, 6 N, 13 Ju 
tesignation, Form for, 8 N 
Retaining office records, 8 Ju 
Routine procedures, 25 May, 
23 Ju 
Salutations, 10 Ju 
Secretarial desk manual, 15 D 
Secretarial practice, 8 S 
Signing letters written for the 
boss, 7 M 
Signing or 
copies, 758 
Simplified letter style, 10, 11 Ju 
Stenographer’s manual, 6 N, 
15 D 
Supplies, 25 May, 
Systems, 45 May 
Tax records, 6 Ju 
Telephone techniques, 8 S; 28 F; 
25 May. 23 Ju 
Transcription practices, 8 S 
Transfer of files, Date for, 6 A 
Transportation, 15 D 
Vacation manual for your sub- 
stitute, 25 May 
Visitors, 7 A; 45 May 
Typewriters and 


initialing carbon 


23 Ju 


See also 


Typing 
SHORTHAND 


Anniversary vs. 
Gregg, 658 
Awards, see 
Artists 
Awards Day assembly, 39 May 
Brush-ups, 40 May 
Civil Service tests, practice for, 
658 
Highest speed Gregg has been 
written, 8 D 
Office-style dictation, 29 M 
Pens for reproducing short- 
hand, 7 M 
Shorthand 
29 M 
Speed practice, 6 
Speed tests, 43, 4 ,O; 41, 42 N; 
42 F; 41 M; 44 A; 40 May 
Speeds of radio commentators, 
6A 
Tests and drills, see Flash read- 
ings, OGA tests, Transcribing 
Speed Practice 


Simplified 


Order of Gregg 


practice records, 


4 
4 


Theory tests, 440, 42N, 44A 
Thinking, position of -ing dot 
in, 9 Ju 
See also OGA and Order of 
Gregg Artists, and Ulrich 


TYPEWRITERS AND TYPING 


Awards, 41, 42 N; 35, 36 J; 42M; 
40 May 
Blind carbon copy notations 
6N 
Blue ribbon O.K. for legal 
documents” 6 F 
Carbon copies, 75 
Carbon copy notations, 8 Ju 
Closing notations, 7 F 
D. C., Correct spacing 
Doctoral dissertations, 
Drafting speech, 19 S 
Drill for beginners on electri 
typewriter, 7 May 
Eliminating striking extra let- 
ters in typing on an electric, 
7 May 
Erasing, 6 Ju 
Footnotes, Spacing for, 61 O 
Fractions with whole numbers, 
6F 
Free-lance typing, 6 O 
Identification notations, 8 F 
In duplicate, By 
Indicating number of 
sent, 8 F 
Letter styles, 8S 
Numbered streets in addresses 
Proper form for, 8 A 
Numbers, spelled out or in 
figures? 6A 
Personal, proper placement on 
an envelope, 10 Ju 
Postscripts, 7 F 
State names in all caps on en- 
velopes? 6 F 
Tables, 11 M 
“Tips to Typists,’’ 12 N 
Two- or three-line address, 8 N 
Typed signature when only first 
name is used’ 8 D 
Typewriters, Features of the 
leading makes, 23 O; 16-17 J 
Typewriters (operational point- 
ers), 88S 
Typewriting tests, 45, 46 S, O 
43, 44 N; 38, 40 D; 37, 38 J; 
43, 44 F, M; 45, 46 A; 41, 42 
May; 46, 48 Ju 
Typing at home, 6 O 
Typing line for signature not 
present practice, 75S 
Typing short cuts, 88S 
Underlining spaces and punctu- 
ation marks, 8 Ju 
See also Equipment and Sup- 
plies, and Order of Artistic 
Typists 


copies 


TODAY’S SECRETARY 














